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INTRODUCTION

Arizona’s Instrument to Measure Standards (AIMS) measures what students know and are able
to do in writing, reading, and mathematics as presented in the Arizona Academic Standards.
The test that your students are about to take will provide valuable information for students
and schools. Students will receive specific information detailing their progress toward meeting
the standard in writing, reading and mathematics. Schools will receive valuable information on
students’ progress that can be used to strengthen their curriculum and instruction strategies.

It is important that the directions for administration included in this manual and the Test
Administrator’s Manual are explicitly followed and that students make an honest effort to
demonstrate their ability.

SECURITY

The following is *State Board Rule R7-2-310.B, C and D concerning test security:

B. The superintendent or head of district shall be responsible for:

1. Providing school district enrollment data to the Department of Education annually for
the purposes of test material distribution.

2. Verifying the count of test materials received and distributing the test materials to
each school in the district.

3. Securing the test materials prior to distribution to pupils or persons administering the
tests at the time of testing, as well as after the time of testing. Test materials shall be
kept in locked storage.

4. Advising all district employees that the test materials are not to be reproduced in any
manner.

5. Familiarizing each person who will administer the test with the test publisher’s
direction for administering the test, the timing of the test and the testing schedule.
This is to be accomplished through meetings which shall not be held prior to one
week before the first day of testing. At the conclusion of each such meeting, all test
materials are to be collected and returned to locked storage.

6. Distributing actual test materials to persons administering the tests on the day of
testing.

7. Training persons administering the tests on how to properly complete the identification
information on the test booklet/answer sheet and how to code the information required
on the variables being collected pursuant to A.R.S. 15-741, et seq.

8. Properly packaging all tests/answer sheets which are to be scored by the scoring
contractor. Packaging shall comply with instructions furnished by the scoring
contractor or the Department of Education.
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9. Forwarding all tests/answer sheets to be scored to the scoring contractor per
instructions. Tests/answer sheets for the entire district should be forwarded in one
shipment.

10. Retaining all unused and reusable test materials, reporting them in the school’s
inventory, and storing them in a safe and secure manner.**

11. Immediately reporting to the Department of Education any losses of test materials or
other irregularities.

12. The superintendent or head of district may designate a testing coordinator to act on
his behalf.

C. Persons designated by the superintendent or head of district to administer the test shall:

1. Keep all test materials in locked storage.

2. Not reproduce any test materials in any manner.

3. Not disclose any actual test items to pupils prior to testing.

4. Not provide answers of any test items to any pupils.

5. Administer only practice tests which are provided by the test publishers. Previous
editions of the test series being used in the statewide testing program may not be
used as practice tests (NRT only).

6. The test publishers’ suggested time limits for untimed tests shall be followed as
closely as possible in order to maintain uniformity in test administration.

7. Follow directions for administering the test explicitly. No test item may be repeated
unless otherwise indicated in the Grades 3, 5, and 8 Test Administrator’s Manual.

8. Not change a pupil’s answer.

9. Follow instruction contained in this manual for packing scorable and non-scorable
materials.

10. Return all test materials to the superintendent or head of district immediately upon
completion of testing.

D. All violations of this rule shall be referred by the superintendent or head of district to the
State Superintendent of Public Instruction for appropriate action.

It is important to keep in mind that any breach of security, loss of materials, failure to
account for materials, or any other deviation from acceptable security procedures shall be
reported immediately to the principal, district or charter school test coordinator and the state
level test coordinator. Depending on the severity of the breach, it may result in disciplinary
action including, but not limited to, a letter of reprimand, suspensions with pay, suspension
without pay, dismissal or certificate revocation. AIMS materials are protected by a copyright
and must NOT be copied for any reason.

6

* The Department of Education will present recommendations to the State Board of Education for changes to R7-310.B, C,
and D. If the Board makes changes that are too late to be included in the manual, Test Coordinators will be provided with
the information by surface mail, electronic communication, and at the pre-test workshops.

** Please note that AIMS materials are not reusable and MUST be returned to the Harcourt Educational Measurement Scoring
Center after testing is complete.
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* Harcourt Educational Measurement has agreed to produce reports for Grade 3, 5, and 8 students and to deliver them to dis-
tricts and charter schools by August 1 if all scorable materials arrive at the Scoring Center according to the published
schedule.

For Harcourt and ADE to meet the above timelines for the return of materials, we need your help in the following areas:

1. Reduce the number of alerts by following the directions for the return of materials.
2. Be sure that teacher ID sheets and school ID sheets are properly completed.
3. Return your scorable answer documents to the scoring center on time (May 13-20).

Figure 1: Test Levels

TEST LEVELS

Levels AIMS
3, 5, and 8 Mathematics, 

Reading, and Writing

Figure 2: Schedule of Important Dates

SCHEDULE OF IMPORTANT DATES

Events Dates
Test Materials Delivered to Districts March 24–31

Deadline for Additional Material Requests to 
Harcourt Educational Measurement April 4

Test Administration Dates April 28–May 9

Deadline to Schedule Pick-Up of Scorable Answer 
Documents and Test Booklets for UPS May 12–16

Return of Materials to be Scored to Harcourt 
Educational Measurement Scoring Center May 13–20

Final Date for Materials to be Received by 
Harcourt Educational Measurement May 20

Score Reports Due in District August 1*
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DISTRICT/CHARTER HOLDER TEST COORDINATOR’S RESPONSIBILITIES

As the District/Charter Holder Test Coordinator, your primary responsibilities are to organize
and implement the activities necessary to conduct testing in the schools and to act as a liai-
son between test administrators, the Arizona Department of Education (ADE) and Harcourt
Educational Measurement. Your responsibilities include:

Pre-test Responsibilities

� scheduling testing activities within the district or charter schools;
� communicating the schedule to test administrators;
� providing training to test administrators on testing procedures;
� working with the test administrators to select appropriate classrooms or other sites within

the school where testing will take place;
� following up on questions from test administrators by contacting either Harcourt or ADE;
� receiving materials from Harcourt;
� checking in materials to ensure that shipments are complete;
� distributing materials to test administrators;
� implementing and maintaining security procedures within the district and schools(s);
� communicating security procedures and responsibilities to test administrators;
� inventorying and ordering extra testing materials, if needed;
� providing instructions regarding the use of a “STUDENT NUMBER” and “OTHER

INFORMATION” sections on the student answer document; and
� arranging for a supply of dictionaries and thesauri to be in the testing room during the

administration of the extended response portion of the writing test (dictionaries and
thesauri can be used on the extended response writing item ONLY).

During Test Responsibilities

� monitoring assessment activities;

In case of an extended break in testing such as lunch or overnight, all test booklets and answer
documents must be collected, counted, and returned to locked storage until testing resumes.

Post-test Responsibilities

� scheduling pick-up of materials with UPS as instructed;
� receiving used answer documents and securing test booklets from test administrators;
� organizing and preparing used answer documents and secure test booklets for shipping to

Harcourt;
� ensuring materials are shipped back to Harcourt by the established due date; and
� salvaging manuals and blank, unused answer documents after testing is complete.

Test Coordinators can take on other responsibilities as the need arises within the district or
charter school.
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SCHEDULING TEST ADMINISTRATION

Testing activities are to be conducted during the period of: April 28–May 9, 2003

District/Charter Holder Test Coordinators should establish the testing schedule in advance and
communicate testing dates to test administrators, students, and parents.

All testing activities should be conducted during the period scheduled. The testing schedule
must be clearly communicated to students and parents in advance. Make-up testing will be
determined by the District/Charter Holder Test Coordinator, but will occur no later than Friday,
May 9, 2003.

Estimated Time Required

The following are approximate times needed to administer AIMS. This estimate includes time
to distribute materials to students, complete student information on answer documents, read
directions, and collect and count materials at the end of the testing session.

9
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GRADE 3 GRADE 5 GRADE 8
MATHEMATICS 2 sessions at 1 hour each 2 sessions at 1 hour each 2 sessions at 1 hour each

READING 2 sessions at 1 hour each 2 sessions at 1 hour each 2 sessions at 1 hour each

WRITING
1 session at 1 hour and

15 minutes
plus

1 session at 1 hour

1 session at 1 hour and
15 minutes

plus
1 session at 1 hour

2 sessions at 1 hour each

plus
1 session at 1 hour

� multiple-choice
and short answer

� extended response

GRADE 3 GRADE 5 GRADE 8
MATHEMATICS

Part 1 Items 1–27 Items 1–27 Items 1–30
Part 2 Items 28–49 Items 28–55 Items 31–60

READING
Part 1 Items 1–28 Items 1–26 Items 1–24
Part 2 Items 29–53 Items 27–55 Items 25–50

WRITING

Items 1-45

Item 46

Items 1-41

Item 42

Items 1-21
Items 22-43

Item 44

� multiple-choice
and short answer

Part 1
Part 2

� extended response

The following chart shows the items administered during each testing session.
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AIMS is not a timed test. Students are to be given an opportunity to answer all test ques-
tions. Arrangements MUST be made to allow for additional time for students who have not had
enough time to complete the test. This must be done during the same testing session. Again,
these are NOT timed tests.

Students should be instructed to bring personal reading materials or class work that they can
do if they finish testing prior to the end of the testing session.

TEST SETTING

Arrangements for testing rooms and seating should be completed well in advance of adminis-
tering the test. In most cases, the students’ regular classroom will provide the most favorable
testing environment. However, any room that does not crowd students and provides good
lighting, adequate ventilation and freedom from excessive noise or interruption could be con-
sidered for testing. Seating should be arranged to provide students with comfortable seats and
a smooth, hard writing surface large enough to accommodate a folded test booklet and an
answer document. Seating should be arranged so that students are not tempted to look at the
answers of others.

A test administrator is needed in each testing room to read the directions and monitor stu-
dents. Depending on the number of students in each room, additional personnel (proctors)
may be needed.

The test administrator and proctors should:

� count test booklets and verify that correct totals are received from the Test Coordinator;
� become familiar with the manual and test administration procedures prior to testing;
� distribute and collect materials;
� maintain test booklet security;
� answer questions regarding directions;
� ensure students have the proper testing materials and are marking their responses

properly;
� complete special coding on student answer documents, if applicable; and 
� check that students are responding in the appropriate sections of their answer documents

and are doing individual work.

Test administrators and proctors should understand the difference between helping students
who do not understand the directions and helping students with their responses.

STUDENTS TO BE TESTED/NOT TESTED

All Grade 3, 5, and 8 students must be given the opportunity to test. An alternate state
assessment (AIMS-A) is available for students with significant disabilities. Refer to the Special
Education Guidelines found on the Arizona Department of Education’s Web site
(www.ade.az.gov) for additional information.
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WHAT ARE ADAPTATIONS, ACCOMMODATIONS, AND MODIFICATIONS?

Accommodations and modifications are available to special education students. Students cov-
ered by Section 504 of the Rehabilitation Act and English learners are eligible for accommoda-
tions. Refer to “Special Education Guidelines,” “Section 504 of the Rehabilitation Act of 1973,
AIMS and Stanford 9,” and “Guidelines for the Administration of AIMS and the Stanford 9 to
English Learners” on the Department’s Web site at www.ade.az.gov.

Adaptations are changes made to the environment, curriculum, instruction and/or assessment
practices in order for a student to be a successful learner. Adaptations include accommodations
and modifications. Adaptations are based on an individual student’s strengths and needs.

Accommodations are provisions made in how a student accesses and demonstrates learning.
These do not substantially change the instructional level, the content, or the performance cri-
teria. The changes are made in order to provide a student equal access to learning and equal
opportunity to demonstrate what is known. Accommodations must not alter the content of
the test or provide inappropriate assistance to the student within the context of the test.
Accommodations do not require an entry in column “J” in the “OTHER INFORMATION” section
on the AIMS answer documents.

The following accommodations may be used, if appropriate, in the administration of AIMS. All
accommodations must be specifically required in the student’s IEP or 504 accommodation
plan. All other aspects of test administration should be in accordance with the directions in
this manual.
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Accommodations used in test administration should be similar to accommodations required by
the student during instruction. These accommodations do not significantly affect the interpre-
tation of the student’s scores and therefore do not require special coding on the student
answer document.

Modifications reflect changes in the test administration that affect standardization and, thus,
the comparability of scores and may also involve substantial changes in what a student is
expected to learn and to demonstrate. Changes may be made in the instructional level, the

� Change time of day for administration
� Provide special lighting or acoustics
� Secure paper to work area with tape or

magnet
� Provide adaptive or special furniture
� Provide slant board or wedge
� Administer test individually in a separate

location
� Administer test in a small group
� Provide templates to reduce visible print
� Provide visual magnification devices

� Provide large-diameter pencil
� Provide pencil grip
� Provide auditory amplification devices or

noise buffers
� Sign oral directions using exact

translation
� Sign or read written directions to student
� Reread directions for each page
� Allow frequent breaks during testing
� Mark answers in test booklet
� Provide markers to maintain place
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content, or the performance criteria. Such changes are made to provide a student with mean-
ingful and productive learning experiences, environments and assessments based on individual
needs and abilities. Modifications include the use of calculators. If the following modifications
are made, the proper notation must be made on the appropriate answer document. These mod-
ifications must be part of the students’ current IEP. Modifications require an entry in column
“J” in the “OTHER INFORMATION” section on the appropriate AIMS answer documents and
include:

* Although not required, all students may use a dictionary or thesaurus for the extended writ-
ing prompt on the writing test only; several copies of each should be available if students
choose to use them.

CODING AND “OTHER INFORMATION” ON AIMS ANSWER DOCUMENTS

Test administrators or Test Coordinators are responsible for completing the coding required in the
“OTHER INFORMATION” section of the identification grid on the student answer document when a
modification is implemented. Coding in the “OTHER INFORMATION” section of the student answer
document pertains only to special education students who have received modifications during
the administration of an AIMS subtest, or to home schooled students.

Columns “A” through “H” are for district use. District/Charter Holder Test Coordinators are
responsible for instructing test administrators in the use of these fields. Harcourt will report
these numbers, as gridded, on the individual student test report. Columns “I” and “J” are
reserved for use with students receiving testing modifications. These two columns may not be
used for any other purpose.

A code of “1” should be entered and the bubble filled in under column “J” if the student has
received a modification in reading. A code of “2” should be entered and the bubble filled in
under column “J” if the student has received a modification in mathematics. A code of “3”
should be entered and the bubble filled in under column “J” if the student has received a mod-
ification in writing. A code of “4” should be entered and the bubble filled in under column “J”
if the student has received a modification in reading and mathematics. A code of “5” should
be entered and the bubble filled in under column “J” if the student has received a modifica-
tion in reading and writing. A code of “6” should be entered and the bubble filled in under

12

� Follow flexible schedule
� Administer test in several shorter sessions
� Administer test over several extra days
� Underline/highlight verbs in directions
� Provide additional examples
� Simplify language in directions
� Give prompts/directions on tape
� Provide dictionary*, spell check
� Increase size of answer bubbles

� Have computer read test to student
� Have teacher provide clarification on

items
� Provide STOP or arrow cues
� Provide graph paper
� Provide word processor or typewriter
� Provide calculator, abacus, arithmetic

tables
� Administer out-of-level testing



column “J” if the student has received a modification in mathematics and writing. A code of
“7” should be entered and the bubble filled in under column “J” if the student has received a
modification in reading, mathematics, and writing.

For example, if a student’s IEP requires the student to receive assistance in computations,
then the student’s answer document would be coded “2”. To exclude home schooled students
from summary data, grid a code of “8” in column “J”.

It is very important that the coding for each student be done accurately since these data will
be used to determine which of the student’s scores will or will not be included in the score
summary reports. Willful miscoding of answer documents is a violation of ethical test practice
and subject to discipline and/or dismissal.

Bubble Position (Column J) Content Area(s)
1 Reading
2 Mathematics
3 Writing
4 Reading and Mathematics
5 Reading and Writing
6 Mathematics and Writing
7 Reading, Mathematics, and Writing
8 Home Schooled Student Figure 3:

“OTHER INFORMATION”
Section

WORD PROCESSORS, SCRIBES, TAPE RECORDERS, LARGE PRINT, AND BRAILLE TESTS

If the student uses a word processor, tape recorder, scribe, Braille test book and Braillewriter,
or a Large Print test book as an adaptation, his or her responses must be transcribed into an
answer document for scoring purposes. A member of the school staff must be responsible for
transcribing the response exactly as produced by the student. Staff members should not
change the spelling or punctuation of the student-produced work. These answer documents
should be returned with the rest of the documents for the appropriate school. The student’s
use of a Braille or Large Print edition of the test must be recorded on the student’s answer
document in the “Disabilities” section (number 12).

WHERE TO GO FOR ADDITIONAL INFORMATION

The decision to use an adaptation should be made on an individual, case-by-case basis by
those who know the student. Selection of an adaptation should be based on the adaptation’s
appropriateness to the disability and its impact on the student. The Arizona Department of
Education’s Web site (www.ade.az.gov) contains guidelines for test administration for Special
Education students. On the home page, find State Tests and Academic Standards/Arizona’s
Instrument to Measure Standards/Administering AIMS/Special Education Guidelines.

13
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TEST MATERIALS

The District/Charter Holder Test Coordinator will receive a box containing extra materials, in
case of shortages in the schools. Schools and districts should break open these packets to pro-
vide the exact number of materials needed. Please do not distribute extra materials to schools
or test administrators. If schools need more materials than what can be supplied from the dis-
trict overage box, District/Charter Holder Test Coordinators should refer to page 25 of this
manual for ordering instructions.

To facilitate distribution, the materials for the spring 2003 AIMS will be packed by school. The
mathematics, reading, and writing test materials will be delivered to District/Charter Holder
Test Coordinators March 24-31. Each Test Coordinator will receive the following materials:

� Grade 3 Math Machine-scorable Test Booklet
� Grade 3 Reading Machine-scorable Test Booklet
� Grade 3 Writing Machine-scorable Test Booklet
� Grade 3 Writing Draft Page
� Grade 5 Mathematics, Reading, and Writing Test Booklet
� Grade 5 Combined Scorable Answer Document
� Grade 8 Mathematics, Reading and Writing Test Booklet
� Grade 8 Combined Scorable Answer Document
� Grades 3, 5, and 8 Test Coordinator’s Manual
� Grades 3, 5, and 8 Test Administrator’s Manual
� Master File Sheet
� Scoring Service Identification (SSID) Sheet
� Orange shipping labels (scorable materials)
� Return 2nd Day airbills
� Green shipping labels (non-scorable materials)
� UPS ARS GroundTrac (black-and-white labels)

The following materials are needed for each testing room and are to be provided by the schools:

� Supply of No. 2 pencils with erasers for students who do not bring their own
� Pencil sharpener
� “Testing—Do Not Disturb” sign
� Dictionaries and thesauri for use on the extended writing prompt on the writing test ONLY

Test booklets carry the copyright of Harcourt and may NOT be photocopied or reproduced for
any reason.
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Test Booklets

Grade 3, 5, and 8 students will take the mathematics, reading and writing tests.

Although test booklets are secure and must be returned to Harcourt after testing, students
may write in their test booklets. However, only answers indicated on the answer document will
be scored.

Test Booklets—Grade 3

Students in Grade 3 will receive a machine-scorable test booklet. The Grade 3 test booklet is a
secure document. Unused booklets must be returned with the test booklets for Grades 5 and 8;
used test booklets for Grade 3 will be returned with the used answer documents for Grades 5
and 8 for scoring.

Students will also receive separate lined paper for the rough drafts of their extending writing.
Their final draft needs to be copied on the pages provided in their test booklet, otherwise IT
WILL NOT BE SCORED. Rough draft pages should be collected and returned with the used test
booklets and BUNDLED SEPARATELY. Students may not use more than one two-sided sheet for
rough drafts to ensure they will have enough space in the test booklet for their final extended
writing copy.

Students may write in their test booklets, but their response to each item must be properly
recorded. Students should use a No. 2 pencil to mark their answers.

Test Booklets—Grades 5 and 8

All test booklets are secure, and must be returned to Harcourt after testing. Students may
write in their test booklets. However, only answers indicated on the answer document will be
scored. Grades 5 and 8 will have mathematics, reading, and writing in one test booklet.

Answer Documents—Grades 5 and 8

All answer documents are machine scorable and a No. 2 pencil must be used. Grades 5 and 8
have combined answer documents for mathematics, reading and writing.
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Do not photocopy answer documents. Districts who photocopy answer documents will be
charged for the work needed to manually process students’ answers.

Answer Documents

Use only spring 2003 AIMS answer documents. Documents from other testing programs or from
previous AIMS field or pilot testing cycles will not be scored. Do Not Photocopy Answer
Documents. Districts who photocopy answer documents will be charged for the work needed
to manually process students’ answers.

The answer documents are machine scorable and a No. 2 pencil must be used.

It is important that the following precautions be observed:

� Instruct test administrators and students not to use correction fluid on the answer
documents. If an error is made in answering an extended-response question, the student
should erase the error and make the correction.

� Do not allow students to use extra paper to answer their extended-response questions.
Only answers written in the space allotted on the answer document will be scored.
Additional pages will not be scored.

� Do not allow students to use pens, crayons, markers or colored pencils to respond to either
their multiple-choice questions or their extended-response questions.

� Do not disassemble or pull pages out of the answer document.
� Do not use paper clips, tape, staples, or glue on the answer documents.
� Do not attach removable “sticky” notes to the answer documents.
� Do not photocopy the answer documents.

Manuals

� Grades 3, 5, and 8 Test Coordinator’s Manual—Each District/Charter Holder Test Coordinator
will receive a copy of this manual. This manual outlines the roles and responsibilities of
the Test Coordinators before, during, and after testing. You are critical to the success of
AIMS. This manual is designed to provide the information necessary to facilitate the 2003
AIMS Administration.

� Grades 3, 5, and 8 Test Administrator’s Manual—Each test administrator will receive a copy
of this manual. This manual contains instructions for administering the Grades 3, 5, and 8
mathematics, reading, and writing assessments. This manual must be followed and
retained by the test administrators.
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Completing Identification Information on the Student Answer Document

The identification information on the back cover and inside back cover of the Grade 3 test
booklet and Grade 5 and 8 answer documents will be completed as follows:

� Students will complete numbers 1-10 and 13-14.
� School or district personnel will complete numbers 11 (optional), 12, and 15-17.

The numbered list is for locating fields on the student demographic page in Figure 4A.

1) STUDENT NAME (use legal name, not nickname)
2) TEACHER
3) SCHOOL
4) DISTRICT
5) GENDER
6) GRADE
7) DATE OF BIRTH

• The following are grid fields. If Pre-ID labels are used, grid number 13 only.

8) LAST NAME, FIRST NAME, and MI (middle initial) – Print in the boxes above the name
grid and fill in the bubbles to match the letters of the name (left justify).

9) DATE OF BIRTH – Grid in MONTH, DAY, and YEAR. DAY must be 2 digits (e.g., third day of
the month = 03).

10) GENDER – Fill in the bubble for Female or Male.
11) STUDENT NUMBER – District option (left justify, if used).
12) OTHER INFORMATION – The directions for gridding this section can be found on pages

12-13. This section must be completed by the test administrator or the Test Coordinator
after test administration.

13) FORM CODE – The form code of the test that the student uses must be printed and
coded in this section.

14) DEMOGRAPHIC INFORMATION – Have students answer questions 1 through 6.
15) SPECIAL PROGRAM MEMBERSHIP – Select all that apply. See page 20 for descriptions

of special programs.
16) FOR ENGLISH LEARNERS AND RECLASSIFIED FLUENT ENGLISH PROFICIENT STUDENTS –

Answer questions 8 through 11.
17) DISABILITIES – Select all that apply.

Student Number
This 10-digit number is for district use only. Districts who have assigned identification num-
bers to students may grid their students’ identification number in this field. Student numbers
less than 10 digits in length should be left-justified. District/Charter Holder Test Coordinators
are responsible for instructing test administrators in the use of this field and for the accuracy
of the number gridded. Harcourt will report this number, as gridded, on the individual student
test report.
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STUDENT NAME

SCHOOL

GENDER DATE OF BIRTH
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Figure 4A: Student Demographic Page, Back Cover
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2.  Racial/Ethnic Background (Select one only.)
White (Not Hispanic)
Black or African American (Not Hispanic)
American Indian or Alaskan Native
Asian or Pacific Islander
Hispanic or Latino
Other/Multiracial

3.  Did you start this school year at this school?
Yes No

4.  Number of Years in the School (Select one only.)

Less than 1
1
2
3

5.  Number of Years in the District (Select one only.)
4
5
6 or more

Less than 1
1
2
3

4
5
6 or more

1.  Grade Enrolled (Select one only.)
3
5
8

10
11
12

9.  Beginning in Grade 1, number of years classified as
     identified in Question 8, including the current school
     year (Select one only.)

1
2
3
4 or more
Records not available

6.  Primary language spoken at home (Select one only.)
English
Spanish

10.  In what type of EL Program is the student enrolled?
       (Select one only.)

Structured English Immersion
Mainstream English Classroom

Transitional bilingual education
Bilingual/bicultural
Dual language education

11.  Number of years in the EL Program identified in Question
       10, including the current school year (Select one only.)

1
2
3
4 or more
Records not available

For English Learners and Reclassified Fluent English
Proficient students, please answer questions 8-11.

To be Completed by Students

8.  Level of English Proficiency (Select one only.)
EL (English Learner)
FEP (Fluent English Proficient)

Navajo
Other

Bilingual with Waiver

To be Completed by School or District Personnel

To be Completed by School or District Personnel

7.  Special Program Membership (Select all that apply.)
Title I
English Learner Program
504 Accommodation
Migrant Education
Special Education
Gifted Education
Vocational Education
Home School

To be Completed by School or District Personnel

12.  Disabilities (Select all that apply.)
Autism
Emotional Disability
Hearing Impairment
Mild Mental Retardation
Moderate Mental Retardation
Multiple Disabilities
Multiple Disabilities with Severe Sensory Impairment
Orthopedic Impairment
Other Health Impairments
Severe Mental Retardation
Specific Learning Disability
Speech/Language Impairment
Traumatic Brain Injury
Visual Impairment
Braille
Large Print

Figure 4B: Student Demographic Page, Inside Back Cover
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Guidance for Answering Additional Questions on AIMS Answer Documents

1. Grade Enrolled (Select one only.): Indicate the grade in which the student is currently
enrolled. In some cases, the grade in which the student is enrolled may be different from
the grade level of the assessment.

2. Racial/Ethnic Background (Select one only.): Indicate the racial or ethnic background of
the student.

White (Not Hispanic): A person having origins in any of the original peoples of
Europe, North Africa, or the Middle East.
Black or African American (Not Hispanic): A person having origins in any of the black
racial groups of Africa.
American Indian or Alaskan Native: A person having origins in any of the original peo-
ples of North and South America (including Central America), and who maintains tribal
affiliation or community attachment.
Asian or Pacific Islander: A person having origins in any of the original peoples of the
Far East, Southeast Asia, the Indian subcontinent, or the Pacific Islands. This area
includes, for example, China, India, Japan, Korea, the Philippine Islands, and Samoa.
Hispanic or Latino: A person of Cuban, Mexican, Puerto Rican, South or Central
America, or other Spanish culture or origin, regardless of race.

3. Did you start the school year at this school? Indicate whether the student began the
school year (or within the first 2 weeks of the start date) at their current school.

4. Number of Years in the School (Select one only.): Indicate the number of consecutive
years that a student has been attending this school, counting the current school year. For
example, for a student who began this school year at this school, but was not enrolled in
this school last academic year, select bubble “1.” For a student who first enrolled in the
school halfway through this school year, select bubble “Less than 1.”

5. Number of Years in the District (Select one only.): Indicate the number of consecutive
years that a student has been attending this school district, counting the current school
year.  For example, for a student who began this school year in this district, but was not
enrolled in this district last academic year, select bubble “1.” For a student who moved
into the district halfway through this school year, select bubble “Less than 1.”

6. Primary language spoken at home (Select one only.): Indicate the primary language
spoken at home. This may or may not be the student’s dominant language.

7. Special Program Membership (Select all that apply.): Indicate any educational programs
in which a student currently participates. School or district personnel should complete
this section of the answer document after the student has finished the test. 

Title I – Students to be included in this area are eligible to receive Title I services and
are currently receiving such services at a selected Title I school.
English Learner Program – Students to be included in this area have been previously
identified as those students who have insufficient English to succeed in English-only
classrooms. They are developing proficiency in English.
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504 Accommodation – Students to be included in this area have been previously iden-
tified in accord with the provisions in Section 504 of the Rehabilitation Act of 1973.
Such students may be further identified as those with an active 504 plan that states
allowable educational accommodations. Students covered by a 504 accommodation
plan are not eligible for modifications to the test. They are eligible to receive accom-
modations as determined by the IAP team.
Migrant Education – Students to be included in this area are between the ages of 3
and 21 and have moved within the last 36 months for the purpose of obtaining agri-
cultural employment.
Special Education – Students to be included in this area have been previously identi-
fied in accord with federal, state, and district guidelines and procedures. Such stu-
dents have an Individualized Education Program (IEP) and are currently receiving
services as stated in their IEP to accommodate their disability.
Gifted Education – Students to be included in this area have been previously identi-
fied in accord with district procedures as eligible for services offered to gifted and tal-
ented students. They may or may not be receiving such services.
Vocational Education (Career and Technology Education) – Students to be included in
this area have been, or are currently enrolled in, two or more career preparation
classes. This includes career preparation for agricultural sciences, business, hospital-
ity, marketing, foods, child care, health occupations, or trade and technology sci-
ences.
Home School – This bubble must be filled in if students testing at your school are
home schooled.

Questions 8-11 apply only to English learners. The school or district personnel most familiar
with a student’s English learner status and instructional program should answer the following
questions:

8. Level of English Proficiency (Select one only.):
EL (English Learner) – Students whose first language is not English and who are in the
process of learning English. The student is not currently able to perform ordinary
classroom work in English.
FEP (Fluent English Proficient) – An English learner who has met the requirements
needed to exit from an English Learner Program.

9. Number of years classified as identified in Question 8, including the current school
year (Select one only.): Indicate the number of consecutive years that a student has been
classified, in any school in your district, as EL or FEP (depending on the answer to ques-
tion 8).  Include the current school year.

10. In what type of EL Program is the student enrolled? (Select one only.):
Structured English Immersion (or Sheltered English Immersion) – This is an English
language acquisition process for young children in which nearly all classroom instruc-



tion is in English but the curriculum and presentation are designed for children who
are learning the language. Books and instructional materials are in English and all
reading, writing, and mathematic subject matter are taught in English. Teachers may
use a minimal amount of the child’s native language when necessary, but no subject
matter is taught in any language other than English. Children in this program learn to
read and write solely in English.
Mainstream English Classroom – A classroom in which the students are either native
English language speakers or already have acquired reasonable fluency in English.
Bilingual with Waiver – For students who have a waiver from the requirements of
A.R.S. § 15-752, under A.R.S. § 15-753, indicate the program type which best
describes the bilingual program in which the student is enrolled.

Transitional bilingual education – This is the designation for an organized pro-
gram in which participating pupils receive instruction in and through English
and the primary home language of the pupils.
Bilingual/bicultural – A Bilingual-Bicultural Program for kindergarten and Grades
1-8 or for kindergarten and Grades 1-12 uses two languages, one of which is
English, as a means of instruction. The goal is to build on and expand the exist-
ing language skills of each participating pupil and to enable the pupil to achieve
competency and literacy in both languages. The instruction includes the history
and culture of Arizona and the United States, as well as customs and values of
the cultures associated with the languages being taught.
Dual language education – Also known as two-way or developmental, these bilin-
gual programs allow students to develop language proficiency in two languages
by receiving instruction in English and another language in a classroom that is
usually comprised of half native English speakers and half native speakers of the
other language.

11. Number of years in the EL Program identified in Question 10, including the current
school year (Select one only.):  Indicate the number of consecutive years that a student
has been in the EL Program identified in Question 10. Include the current year. It is likely
that the answer for most students will be “1” year or “2” years.

RECEIVING TEST MATERIALS

Harcourt will provide the necessary quantities of AIMS test materials. AIMS test materials will
be shipped to the districts on March 24, 2003 for mathematics, reading, and writing.

All testing materials for traditional schools will be packaged by school and shipped from
Harcourt Education Measurement to the District/Charter Holder Test Coordinator. Test materials
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for charter schools will be packaged by school site and shipped directly to each charter holder.
District/Charter Holder Test Coordinators are then responsible for getting materials to individual
schools. Materials will be shipped in specially designed boxes called “dual-purpose cartons.”
Each carton’s inner and outer flaps are designed to be easily used for both receiving and ship-
ping materials, depending upon which set of flaps is on the outside (see Packing Answer
Documents on page 29). The dual-purpose cartons are strong and durable and should allow for
receiving materials from the vendor and returning used test/answer documents to the Scoring
Center, using the same cartons.

Shipment and Arrival Schedule

The materials shipment for Grades 3, 5, and 8 will arrive March 24-31, 2003. The quantity of
each item sent will be indicated on the packing list included with the shipment, as shown on
the next page.

Shipment Configuration

Materials will be provided to each district according to the enrollment information provided by
the district. Each carton will be clearly marked and numbered in sequence, Box 1 of 5, Box 2 of
5, etc. The packing list will be in Box 1. The materials will be packed by school for all districts.

The shipment will contain the following items as requested for the grades within a district:

� Grade 3 Machine-scorable Test Booklets, Mathematics, Reading, and Writing
� Grade 5 Test Booklets, Mathematics, Reading, and Writing (Combined)
� Grade 5 Answer Documents (Combined)
� Grade 8 Test Booklets, Mathematics, Reading, and Writing (Combined)
� Grade 8 Answer Documents (Combined)
� Grades 3, 5, and 8 Test Administrator’s Manual 

Test Coordinator’s Kit will contain:

� Test Coordinator’s Manual
� Master File Sheets
� Scoring Service Identification (SSID) Sheets
� Paper Bands
� Packing List(s)
� UPS return shipping label(s)
� Cover letter
� Orange return label (scorable)
� Green return labels (non-scorable)
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Figure 5: Sample Packing List



INVENTORYING TEST MATERIALS

District/Charter Holder Test Coordinators should immediately inventory all materials received
using the following checklist:

❑ 1) Open Box 1. Examine the packing list to determine the total number of cartons in the
entire shipment.

❑ 2) Count the total number of boxes received and compare it to the number of boxes
shipped. If by March 31, 2003, the total number of boxes indicated as shipped have
not been received, call Harcourt Educational Measurement’s Arizona Program
Coordinator, immediately at 1-800-800-8305, extension 5645 or 5620.

❑ 3) Inventory the contents of the shipment by comparing the quantities indicated on the
packing list with an actual count of the materials contained in the shipment. Deadline
for ordering additional materials is April 4, 2003.

❑ 4) Verify the materials received in each District shipment against the packing list for
your District. Check the quantities received against the materials actually necessary
for testing in each school and make an item-by-item note of any discrepancies which
may exist in each District shipment. Once all shortages have been noted for every
school, calculate the district-wide shortage. To report any discrepancies or if addi-
tional items are needed, call the Arizona Program Coordinator, toll free at 1-800-
800-8305, extension 5645 or 5620, on or before April 4, 2003. Please note that
order adjustments cannot be shipped on an item-by-school basis. Only district-wide
adjustments will be shipped. Additional orders requested after April 4, 2003 may
not be received in time for testing to begin promptly and will be shipped by
overnight delivery at an additional expense.

❑ 5) Districts should retain the dual-purpose cartons in which materials are shipped. These
cartons should be used to return answer documents to the Scoring Center.

PROCEDURES DURING TEST ADMINISTRATION

Monitoring During the Test

During the test administration, test administrators should monitor the testing process by mov-
ing unobtrusively about the room. It is difficult to observe the testing in progress if one merely
stands in front of the room. In moving about the room, test administrators should check that
students are working on the correct page, are turning pages when necessary, are marking
answers properly, and are not spending too much time on any one item. It is often helpful to
have a second person in the room to assist in the test administration and monitoring.

Have extra pencils and erasers available in an accessible place. Use of scratch paper is prohib-
ited. Its use is a violation of test security. Only answers marked on the Grade 3 machine-
scorable test booklets, and the Grade 5 and 8 answer documents, will be scored.
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Distributing Answer Documents and Test Booklets to Students

Distribute a test booklet and answer document to each student. Verify that the correct forms
for test booklets and answer documents are being used. Explain the format of the answer doc-
ument to students and remind them to fill in the bubbles completely and to be careful not to
make stray marks on the answer document. Erasures must be thorough and clean in order to
ensure correct scoring. Item numbers must be carefully followed, and double-marking in the
same row is to be avoided.

Calculators may NOT be used on any portion of AIMS, except as noted in the Modifications
Section on this manual (see page 11).

PROCEDURES FOLLOWING TEST ADMINISTRATION

Inspecting Answer Documents

After testing, check each answer document to ensure that the following has been done.

1) Appropriate levels administered (see the table on page 7).

2) The student’s marks have been made with a black (No. 2) lead pencil. (Light marks and
marks made with a colored pencil, ink, or felt-tip pen cannot be properly scored. These
should be marked over with a No. 2 pencil.)

3) The student’s name has been recorded in both the print field box and printed and coded in
the grid field. (Make sure only one bubble is filled in each of the columns provided.) OR
the student’s name has been recorded in the print field box and a Pre-ID label has been
affixed to the proper spot.

4) All erasures are complete and neat.

5) The test administrator or Test Coordinator has coded proper areas on the answer documents
including the information requested in the “OTHER INFORMATION” section. (See the
illustrations on pages 18-19.) Be certain that for Grades 5 and 8, the test form the student
used is correctly printed and coded in the “FORM CODE” section.

Organizing Answer Documents After Testing

Answer documents must be grouped by GRADE LEVEL (3, 5, 8, 10, 11, or 12). Out-of-level
answer documents must be grouped by the level of the document, i.e., the scorable answer
document of a Grade 10 student that took a Grade 8 test would be included with other Grade 8
scorable answer documents.

Arrange the answer documents/machine-scorable test booklets so the page with the name grid
is facing up and the margin containing the black horizontal bars is on the left. All answer doc-
uments are to be placed in classroom or grade-level stacks with a completed Scoring Service
Identification (SSID) Sheet on top of each grade/class. The SSID Sheet must be completed.
Instructions for doing this are on page 30 of this manual.



Place the paper band provided around each grade/class stack. (A paper band is a long piece of
paper wrapped around the tests and fastened to itself with tape.) Do not bind answer docu-
ments with clips or rubber bands; this will damage answer document edges. The answer docu-
ments need not be alphabetized, as this will be done automatically by the computer.
All test materials must be picked up from the District/Charter Holder Test Coordinator. Dates
for the pick-up of all test materials are:

May 12-16, 2003

The Scoring Service Identification Sheet (SSID) for each class or grade should be on top of the
stack of answer documents for that group within the paper band. If there are two or more
schools in your district, group the banded stacks of answer documents together by school,
making sure that the highest grade is at the bottom of each school stack and that the lowest
grade is at the top of each stack. (See Figure 9 on page 34.)

Grade 3 reading, writing, and mathematics booklets can be combined under one SSID Sheet
and banded as one grade/class. Out-of-level tests may be included with on-grade level tests
under one SSID Sheet. It is not necessary to separate out-of-level tests by creating a
group/class and using a separate SSID Sheet.

Completing the Master File Sheet
Information you enter on this sheet will be used at the Scoring Center to verify that your dis-
trict’s entire return shipment of machine-scorable test booklets and answer documents for
Grades 3, 5, and 8 have been received. Please ensure that an accurate accounting of all
documents has been completed.

Master File Sheets will be provided for AIMS. The Master File Sheet will identify AIMS docu-
ments at the bottom of the form in the box labeled “Testing Program.” The box will have the
following designation that will identify program materials (see Figure 6 on page 28):

� AZAIMS — AIMS Machine-scorable Test Booklets (Grade 3)/Answer Documents (Grades 5
and 8)

To complete the Master File Sheet you must:

� add any school(s) that are not on the list; include the CTDS code number;
� indicate school name changes, if necessary. Print the name exactly as gridded on the SSID

Sheet (the way you want the name to appear on the score reports — limited to twenty
(20) character spaces);

� delete schools that no longer exist or that did not participate in AIMS
� report “Number of Groups” to represent number of classrooms to be scored. If scores are to

be reported by grade — “Number of Groups will be “1” per grade;
� enter the total number of documents returned by each school by grade in the “Number of

Documents” column; and
� enter “0” in both columns if no students were tested in a grade.

Retain a photocopy of the completed Master File Sheet(s) for your records. When you have
finished packing your answer documents, the completed Master File Sheet will be packed
at the top of Box 1.
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Figure 6: Master File Sheet



Packing Answer Documents

The answer documents should be packed by school in the same order as they are listed on
the District Master File Sheet. In other words, the first school listed should be at the top
of the first box. (See Figure 9 on page 34.)

When the District/Charter Holder Test Coordinator receives all the used answer documents from
the participating schools, the materials may be consolidated in one or more of the dual-pur-
pose cartons originally sent to the district. They may then be returned to the Harcourt
Educational Measurement Scoring Center by simply folding the inside flaps to the outside and
applying tape, and then attaching the UPS shipping label and the orange return label on the
top of each carton.

Use the dual-purpose cartons or ones in which the answer documents will not shift. Any empty
spaces should be filled with crumpled paper. Do not use shredded paper or Styrofoam
“peanuts.” Label the boxes using the bright orange Arizona AIMS Program Label supplied.
Complete all return address information in the upper, left-hand corner of the label. If several
boxes are necessary, label them serially. For example, a shipment of three boxes would be
labeled, “Box 1 of 3, Box 2 of 3, Box 3 of 3.”

Affix one blue-and-white UPS 2nd DAY AIR SHIPPING LABEL to each box of your shipment.
Each label has been preprinted with your district’s address unit. Please check and make
address changes if necessary. Call UPS at 1-800-214-0391 to arrange for the pick up of answer
documents.

Scoring Service Identification (SSID) Sheets

Preprinted SSID Sheets have been provided in each district’s shipment of test materials. If the
preprinted data contains an error, do not alter it. Instead, fill out all pertinent information on
a blank form. The test administrators must complete an SSID Sheet for each group’s docu-
ments. Instructions for completing the SSID Sheet are provided on page 30 of this manual.

Blank SSID sheets are included in the Test Coordinator’s Kit. If you are completing blank 
SSID Sheets for new buildings, be sure to match the school name exactly as it is printed on 
the Master File Sheet. It is important that all the necessary information is printed and/or grid-
ded on this sheet. SSID Sheets are scannable documents; photocopies are not acceptable for
Scoring Center use. If additional forms are needed, contact the Arizona Program Coordinator
at 1-800-800-8305, extension 5645 or 5620. (Test administrators who need additional copies
should contact their Test Coordinator.)
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Instructions for Completing the Scoring Service Identification Sheet

SIDE 1

Print the information requested in the box located in the upper, right-hand corner.
A. SYSTEM Print your district (preprinted).
B. CITY Print your city (preprinted).
C. STATE Print Arizona or AZ (preprinted).
D. SCHOOL Print the name of the school as it is to appear on the

Score Reports, plus the school code (preprinted).
E. GRADE Print the grade tested.
F. TEST DATE(S) If not preprinted, print the complete date testing

began.
G. TEACHER, COUNSELOR OR Print the appropriate name.

GROUP
H. GRADE Grid in the bubble for the grade tested.
I. OTIS-LENNON SEPARATE Leave blank.

DOCUMENTS TAKEN
YES/NO

J. NUMBER OF DOCUMENTS Complete with the number of answer documents
(right justify).

K. SCHOOL NAME Print the name of the school as it is to appear on 
the Score Reports in the blocks and mark the 
appropriate bubbles for the school name (preprinted).

L. SCHOOL CODE (optional) Obtain the school code number from the Master File
Sheet; print and grid it in the school code section 
if it is not already preprinted. (See page 28.)

M. CALCULATOR NORMS Leave blank.

SIDE 2

Complete Side 2 for organization of answer documents by classroom.
N. If you are using this side, please mark in this circle.
O. Print in the boxes and fill in the appropriate bubbles below for the teacher, 

counselor, or group name.
DO NOT grid the section titled “GROUP CODE.”
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Figure 7: Scoring Service Identification (SSID) Sheet, Side 1
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Figure 8: Scoring Service Identification (SSID) Sheet, Side 2
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Verifying Scoring Service Identification Sheets

The District/Charter Holder Test Coordinator will verify that each test administrator has com-
pleted a Scoring Service Identification Sheet for each classroom. Please make sure that both
sides are completed and that the proper school code number is gridded in the area marked
“SCHOOL CODE.”

Assembly of Test Materials

The packaging order of SSID sheets and answer documents is critical. Each school must orga-
nize the answer documents by class grouping, band the documents with a paper strip and
return them to the Test Coordinator. The scheduling of this activity is important in order to
meet the materials pick-up due dates. Test Coordinators should work closely with the test
administrator(s) so that materials are returned from the schools in a timely manner.

Test Coordinators should:

� Collect all testing materials from the test administrators.
� Separate completed answer documents from other materials.
� Check the test booklets to ensure that used answer documents have not been left inside.
� Assemble answer documents as instructed on the following page.
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DISTRICT/CHARTER HOLDER TEST COORDINATOR INSTRUCTIONS FOR THE
ASSEMBLY OF AIMS TESTING MATERIALS FOR RETURN TO THE HARCOURT SCORING CENTER

Figure 9: Packing Procedures

Figure 10: Materials Receipt and Answer Document Return Cartons

DO NOT pack test booklets in boxes with the answer documents.

Package answer documents into the
boxes provided. For each box of
SCORABLE materials, complete an
ORANGE return label, with your 
district name, address and indicate
“Box___of___.”

For NON-SCORABLE materials (test
booklets) use a GREEN return label.

Affix label to the TOP of each box.
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SHIPPING OF MATERIALS TO THE HARCOURT SCORING CENTER

The toll-free number to contact UPS is:

1-800-214-0391

When your call, inform the representative that you have packages to be sent to Harcourt
Educational Measurement and have prepaid labels.

� If you school closes before 5:00 p.m. be sure to instruct UPS to arrive prior to 3:00 p.m.

Before the UPS driver arrives, double check the following:

� Has an ORANGE carton label been completed and affixed to the top of each carton
containing SCORABLE answer documents?

� Has a blue-and-white UPS 2nd DAY AIR SHIPPING LABEL been affixed to the top of every
carton in your shipment?

� Has a GREEN carton label been completed and affixed to the top of each carton containing
all test booklets (NON-SCORABLE)?

� Has a black-and-white UPS GROUND SHIPPING LABEL been completed and affixed to the
top of every carton in your shipment?

For UPS Shipping Labels—Peel the tracking number sticker off the bottom of each return
label and place it on the AIMS Grades 3, 5, and 8 Scorable Materials Tracking Information form
in your Test Coordinator’s Kit (shown on page 40). Please fax this form to Harcourt Educational
Measurement (1-800-500-8865) and retain the original in your files. Please keep your copies
so that your shipment can be traced (by individual packages) in the event the shipment
has not been received at Harcourt Educational Measurement by the following dates. If
you need additional UPS Shipping Labels, please call a UPS Customer Service Associate, at
1-800-214-0391.

Contact UPS no later than: May 15, 2003

To be picked up by UPS no later than: May 16, 2003

For delivery to the Harcourt Scoring Center: May 20, 2003
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Figure 11: Orange Return Label for Scorable Materials

Figure 12: Green Return Label for Non-scorable Materials 
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Figure 13: Sample of Blue-and-White Shipping Label for Scorable Material (UPS 2nd Day Air)

PEEL-OFF STICKER

Figure 14: Sample of Black-and-White Shipping Label for Non-scorable Material (UPS Ground)

PEEL-OFF STICKER
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TEST SECURITY AFFIDAVIT FORM

Page 39 of this manual contains the AIMS Grades 3, 5, and 8 Test Security Affidavit form that
must be sent to the Arizona Department of Education. Complete the information requested
including the date and time that the books were picked up from your district. This form must
be faxed or mailed to ADE the day the pick-up of test booklets takes place.

Forms should be sent to the attention of:

Dr. Paul S. Young
Arizona Department of Education

1535 West Jefferson/Bin #6
Phoenix, AZ 85007

Or fax: 602-542-5467
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ARIZONA’S INSTRUMENT TO MEASURE STANDARDS (AIMS)
GRADES 3, 5, AND 8 TEST SECURITY AFFIDAVIT

Complete this form and send it by mail to Dr. Paul Young, Arizona Department of Education,
1535 W. Jefferson Street, Bin #6, Phoenix, AZ 85007 or fax to (602) 542-5467. Fax a
second copy to Barbara Dillard, Harcourt Educational Measurement (800) 500-8865. Keep the
original in your files.

Total number of test booklets received

Total number of test booklets received
and distributed to classrooms

Total number of test booklets collected and 
returned to Harcourt Educational Measurement

Date of UPS pick-up

Time of UPS pick-up

UPS Tracking Numbers:

I certify that: No test booklets were reproduced and all test booklets that have been issued to
my school district/charter school have been accounted for and returned to Harcourt
Educational Measurement.

District/Charter School Name Entity ID or Building #

District/Charter School Authorized Signature Date
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ARIZONA’S INSTRUMENT TO MEASURE STANDARDS (AIMS)
GRADES 3, 5, AND 8 SCORABLE MATERIALS TRACKING INFORMATION

Place one blue-and-white 2nd Day Air Return Service label on each box. Peel the small tracking
sticker off the bottom of the UPS form and attach it to this form in the “UPS Tracking Numbers”
section. Give the box(es) to any UPS driver or call (800) 742-5877 for pick-up.

Complete this form and fax one (1) copy to Barbara Dillard, Harcourt Educational Measurement
(800) 500-8865. Keep the original in your files.

Total number of boxes shipped to
Harcourt Educational Measurement.

Date of UPS pick-up

Time of UPS pick-up

UPS Tracking Numbers:

District/Charter School Name

District/Charter School Authorized Signature Date
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